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Helena media
UM OFFERS INTRODUCTORY WORD PROCESSING
COURSE IN HELENA ON THREE MAY WEEKENDS
MISSOULA—
A course titled "Administration of Word Processing" will be given in
Helena three weekends in May by Dr. William Patton of the business education
faculty at the University of Montana. Pre-registration by May 3 is required.
The introductory course in word processing covers the following topics:
equipment and terminology; associated concepts, processes and careers; planning,
organizing and decision-making skills; supervisory skills; analyzing and implement
ing a word processing center; selecting, training and evaluating word processing
personnel; work standards and control; evaluating output and determining costs.
The class will meet at Helena High School Fridays May 8, 15 and 29 from
6 to 9 p.m. and Saturdays May 9, 16 and 30 from 9 a.m. to noon and from 1 to
5 p.m. The fee for the three-credit course is $90.
Information is available from the Center for Continuing Education, 125
Main Hall, University of Montana, Missoula 59812; 243-2900.
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